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@ﬁi?@ Memomndu% NF?SEISI]% ,Zrifﬁs GOVERNMENT

TO { MEMORANDUM FOR THE FILES DATE: 19 April 1954
FROM : TAS Member

SUBJECT: Logistics Office Instruction No. LI 20-650-1, Salary Checks
and Time and Attendance Reports

1. The subject imstruction was discussed with Mr. |
Payroll Branch, Fiscal Division and the procedure followed by that

Division in preparing checks for distribution will be altered to
conform therewith.

25X1 2. TAS pointed out to Mr. [ | Logistics Office, that paragraph k.
b. (%) of the instruction is at variance with a proposed amendment to

25X1 R |J__L| to be authenticated in the near future, which will require
that all undelivered checks be returned to the Payroll Branch » with
explanation as to why they were not delivered , along with the check

25X1 issue sheets. Mr. [ ] stated that the Logistics Office instruction
would be changed when the amendment to R[___ ]is published.
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CONFIDENTIAL
Comptsoller

ATT 3 Fiscal Division, Payroll Branch
Chief of Logisties

MAR 26 1954

Oertification of Time and Attendanee Reports, and Receipt and
Distyidution of Salary Checks

1, After completing & review of the existing Logistics Office
procedure and after discussions with members of your Staff, it has
been decided to decentralise functions pertaining to the zcoomplish-
ment of subject, The propoged procedure to bs established in the
Logisties Office is contained in LY 20-650-1, attached hereto as
reference "A%, This Instructien requires the Chiefs of two Staffe
and each Division Chief to designate personnsl within their Jurisdiction
to be responsible for certifieation of Time and Attendance Reporis,and
receipt and distribvution of sslary checks.

2. In ordsr to provide for contimity in changing over from the
previcus to the proposed system, there is attached as referense "B" &
1ist of employees authorized to perform subject functions, Also
attached are specimen signature cards for the names of asuthorised
persomnel which are not on fils in the Payroll Branch., Additlons and/
or deletions to this list will be submitted by the Staff or Dlvision
Chief concerned, ~

3. In order to facilitate the pick-up and distribution process,
it 18 requested that separate packaging of ehecks and check lssue
sheets be provided as follows: ({4~6801-20, 4-6802-20, 4~6803-20,
4r6805-20); (4m6812-20, 4=6612-20, 4=6615-20)5 (4=6813-20); (4-6614~20);
and (Aa-6607-20)-

/f//
JAMES A, GARRISON
L0/AS/IDDimel (24 March 1954)

Distributions
0&] = Addressee
1 - L0 Offieial File
1 - 1L0/sp
1 - Lo/PD
1 - LO/TD
1 - LO/RE&C
1 - PR
1 - C&R Staff
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LI 20-650-1
INSTRUCTION NO. PERSONNEL
LI 20-650-1 26 March 195/
SUBJECT: Salary Checks and Time and Attendance Reports
CONTENTS
Page Page
General . . o ¢ 4 4 ¢ o o o o 1 Designees . + « . » . 1,2
Responsibilities ., .. . . . 1 Procedure . . . . . . 2

1.

2.

3.

GENERAL

This Instruction implements Agency Regulation [ Jand provides
for decentralization of functions pertaining to pickup and distribution
of salary checks and certification and sutmission of Time and Attend-
ance Reports,

RESPONSIBILITIES

The Chief, Coordination and Requirements Staff; the Chief,
Administrative Staff (for the Office of the Chief); and each Division
Chief shall designate personnel within their jurisdiction who will be
responsible for:

a. Receiving and distributing salary checks and signing check issue
sheets,

b. Certifying the correctness of and submitting Time and Attendance
Reports.

c. Communicating with the Payroll Branch, Fiscal Division, on matters
pertaining to a. and b. above,

DESIGNEES

Designees appointed to accomplish 2b may be Branch or Section
Chiefs, or an Administrative person, or persons, in the Staff, Division,
or Branch, Designees shall te sufficient in number to adequately cover
the organization (one per 25 or 30 personnel is recommended) and they
should be in a position to attest to the correctness of Time and Attend-
ance Reports for the personnel concerned, The Administrative personnel
designated to accomplish 2b may also be designated to provide for 2a and
2c, When it is desired that designees for certification of T&A Reports
be restricted to a few personnel within the Office of the Chief, neces-
sary controls must be established to provide for accurate completion of

Approved For Release 2002/0766%1;,%%79-00065A000200090001-9




Approvetir Release 2002/07/12 : CIA-RDP79- 5A000200090001-9
CONFIDENTIAL -

3. DESIGNEES (Cont'd)

Time and Attendance Reports, This may be accomplished by requiring
Branch or Section Chiefs to initial T&A's prior to forwarding them
to the authorized designee for certification., Names of designees,
together with their completed signature cards, will be submitted to
the Payroll Branch, Fiscal Division, Comptroller's Office. (A 1list
of existing designees is being furnished the Comptroller under
separate cover),

4. PROCEDURE

a. Time and Attendance Repcrts will be accomplished by authorized
designees in accordance with Agency Regulatory issuances,
25X1 presently contained in the [ | series,

b, Authorized designees in providing for the receipt and distri-
" bution of salary checks and Time and Attendance Reports, will:

(1) Make necessary arrangements for the pickup of checks and
check issue sheets from the Payroll Branch, Fiscal Division,
Comptroller's Office (authorized courier to provide this
service for components in Quarters Eye).

(2) Check for accuracy each check received against check issue
sheet,

(3) Distribute checks.

(4) Return to Payroll Branch, Fiscal Division, Comptroller's
Office prior to 1500 hours on the first workday following
payday, completed check issue sheets, and Time and Attend-
ance Reports, .

FOR THE CHIEF OF LOGISTICS:

Chief, Administrative Staff
LO/AS/JDD:mel
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